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INDIAN COUNCIL OF TURAL RESEARCH 
KRISm BRA WAN: NEW DELffi-l 

F.No.10(4)/2011 -WS Dated the 04th Sept.,20!3 

ENDORSEMENT 

Department of Administrative Reforms & Public Grievances, Ministry of 
Personnel, Public Grievances & Pensions, Govt. of India, New Delhi has issued O.M. 
No.48013/112011-0&M dated 26th April, 2013 & 25 th February, 2013 regarding 
Procedures to deal with letters received from the Members of Parliament, member of 
public, recognized association or a public body. A copy each of the above O.Ms. issued 
by the Deptt. of Administrative Reforms & Public Grievances are enclosed for 
information, guidance and strict compliance. 

DISTRIBUTIO 1: 

~~Ldt 
(ruASHREE SUNIL) 

UNDER SECRETARY(WS) 

1. All DirectorslProject Directors of all rCAR InstitutesINRCslPDslBureauxlZPD 
2. Sr.PPS to D.G., I~ARJPPS to Secr;etary, rCARJPPS to FA (DARE) 
3 . .JJI OfficerS/Sections ofIeAR Hqrs. , KBIKAB-IIIIINASC 
\j/ ISO, DKMA, KAB for uploading in the ICAR web-site. 

5. Guard File. 
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. '. No,480'13/11:20"l·O&lVI 
Government of India 

Ministry of Personnel, Public Grievances & Pensions 
Department of Administrative Reforms & Public Grievan.ces 

(O&M Division) 

5th Floor, Sardar Patel Shavan, 
New Delhi, the 2.6 f 'April , 2013 

OFFICE MEMORANUDM 

Sub: Procedures to deal with lettE'lrs received fro~ the Mei1,!iers of Padiament, 
member of public, recognized association or a public body, 

The undersigneq is directed, to say that the Prlme Minister's Office has infor,med 
us that they have re~ived complaints from the Members of Parliament that the 
provisions ,9ontained ,in Central Secretariat Manual of Office Procedure (CSMOP) with 
regard to-dealing with references received from the Members of Parliament are not being 
adhered to, 

2, In this regard attention is drawn to the Para 63 and 66 of CSMOP which lays 
down the procedure for handling the letters received from the Members of Parliament. It 
stipulates that each communication received from the Members of Parliament will 'be 
acknowledged within 15 days, followed by reply within next 15 clays of acknowledqemenl 
sent. 

3, The Department of Administrative Reforms and public Grievances has on various 
occasion impressed upon all the Ministries/Departments that guidelines mentioned in 
Para 63 ancj 66 of CSMOP should be scrupulously followed . Recen,t1y, this Department 
has reiterated the provisions contained in Para 63 and 66 of CSMOP to all the 
Ministries/Departments on 25,02,2013, (Copy enclosed) 

4, It is requested tei bring the above mentioned instructions to the knowledge .of all 
the officers of your Ministry/Department and subordinate/attached offices under the 
administrative control of your Ministry/Department and issue instruction to sensitiie them 
for sending prompt reply to the letters received from the Members of Parliament. 

To 

i~·;'t J~ 
(Arvind Suri) 

Director 
Tel: 23745472 

II the Secretaries of Ministries/D.spartments of the C;pvernmeni'\0f Ind:a 
As per list attached) , 

, , 
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No.4S013/112011-0&M 
Government of India 

Minlstry of Personnei,"P4.bffc GrIevances & Pensions 
Department of Administrative Reforms & Public Grievances 

(O&M Division) 

5th Floor, 'Sardar 'Patel Shavano 
New Delhi , the ').$;1>1 February, 2013 

OFFICE MEMORANDUM 

Sub: procedures t.o deal with letters receiv~d from the Members 'of Pariiament, member of 
public, recogni·zed assoCiation pr a public body . . 

The paragraph Nos.53 · & 56 of ·the Chapier No.vlll (Forms & Procedure of 
Communication) and of the Centraf Seqetariat Manual of Office Procedure (CSMOP) and 
paragraph Nos.127 of Chapter NO.XIV prescribe the pror.:edure for dealing with the 
correspondence received from Members of Parliament, VIPs, members of public , 
recognized association or a public body. The same are reitereted , as giyen below, for strict 
compliance:- . 

Para 63 : Cor;esponden ce with Members of Parliament-
(1) Communicatio"ns received from Members oj Parliament should be attended to 

prqmptly . . 
(2) Where a r:ommunication is addrAssed to a Mini"tB!. it should, as far as practicable, . 
be' replied -IQ by the MIn'ti''''' nlmselT. In otner r.ases, a reply should .normally be i$sued over 
the signature of an officer oj the rank of SecretarY on,y . 

(3) Where, however, a communication is addressed to ihe head of an. attached or 
subordinate office, Public Sector Undertakings, Financial Institutions (including nationalized 
.banks) Division/Branch In charge in a Ministry/Department/Organization, it should be replied 
to by the addressee himself. In routine matters, h.e may send an appropriate reply on his 
own . In policy matters , hc;>wever, the officer shpuld have prior- cOr.}sultation with higher 

""authorities' before sending·-a -reply. ·Il should; however-, 'be ·ensured--tFiat-minfmum- level--at
which such replies are sent .to Members of Parliament is that of Under Secretary and that 
also in a polile leiter form only. . 

,4) Nomia'ily information sought by a ·Member should be supplied unless it is of such 2 

nature that it would have be.en.denied to him !"ven if asked for on the floor of the Houses of 
Parliament. ' . 

(5) As far as possible, in corresponding with Members of Parliament, pre-printed or 
c},clostyled replies should be avoided. 

(6) In case a reference from an ex-Member o'f Parliament is addressed to a Min ister or 
Secretary, reply . to such reference' may be sent by the concerned Divisional Head after 
obtaJnInll;, approval of the Secretary of the Ministry! departmerrt. In case the referenc~ i~ 
addressed to a lower le\lel officer, reply to such reference could be sent by the officer on his 
own in, non-policy cases and after obtaining approval of the higher authorities in policy 

.. 
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: ... case¥R6wever, thee -minim-Urn" leve~atwh'ich repty could be sent should be that o~ .an Under 
Secretary and that too in letter form only. 

Para 66·: Prompt respons'~ to letters r'e~ei,!ed -

(1) Each communication received from the Members of Parliament, .a member of 
public, a recognized association or a public body will 'be acknowledged within 15 days, 
followed by reply withio the [.lex! ~ 5 days of aclcnoY"!edgement sent. 

(2) Where ii) d~lay is .anticipated in ;;ending a final reply, or (ii) infor~~ti,bn ha~ to be 
obtail"\ed from another Ministry or another office, an interim reply will be sent within a 
h1bntb , (from ' th.~ d.a'ie.'ofreceipt) indicating the possible date by which a ~nal reply can be 
given. . . . . " .~ ... 
(3) If aClY such communication is wrongly addressed to a departm'ent, it will be 
t,ansferredf,ircimptly. (within a week) to the appropriate department under Intimation to 
the party concerned. 
(4) . W here the requi:!st of a member of the public cannot'be .a~ceded to ;for any reason, 
reasons for not ~icceding to ;;uch a request should De given courteously. ..' . 
'(5} As far as possible, requests from members of public, should . be " Qok~t;i at from,the 
u'ser's point of view and not solely fr0m the point of view of what may be administratively 
convenient. . .' 

Para 127: Watch on d isposal of commlmicatlons received from Members of 
Parliament- . ~ 

(1) The personal section of each Joint SecretarY/Director (if the Director submits cases 
di rect to . Secretary/Additional Secretary) .will maintain a se'parale register of 
coinrn,unicat!o.ns received f.ro~ .Members 9f ParliameQt in the form .givt'm in App·e(1.dix 45. 
The 'serial numper at which a fet!er is e_ntered in this register will be prominentjy marked on 
that letter together witli its date of reg istration e.g" '. 

, 125/JS/(P1MP' 

20.3.2009 

(2) To keep il special waich on speedy disposal of comrnunications received from 
" Members. of Parli;;mi.f;'nt ellcn section (.viII ' .' '.' . . 
. (a) maintain a register as 'in form at App'eh~iX 46; and 
(b) mark O.ut prominently those communications finally disposed of by ·circiing the 

senaJ numbers in the register in red ink. . 

(3) If ·fo r any iea~on an .M.P;'s. le~er iSJeceived: by a section without befng registered in 
~he p ersoQal section of the JOint Secretary/Director, it should be got reg istered there 
Imm~~~~ . . . '. . 

(4{h On the first w~rking day .of ea,ch month, each section will submit the reg i~te;, . a IOng . 
WI the report In the form at Appendix 47 to ·the Under Secretary/Deputy Secretary The 
report, wit~ the ' remarks of ·Under SecretarylOeputy Secretary, will be su'bmitted t~ the 
Dlrector/Jomt Seoretary and register will be returned to the sectio.n. . 

~~ The personal se~tion of the Joint Secretary/Director will check Whether all the 
d' mmunlca!ions ente~ed In Its register figure in the reports sent by the sections, If <lny 

IscrepancY"ls found, It should be reconciled. Thereafter, ttie report will be submitted to the 
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/ 

,--'-- JeiFlI"':"SeeFelaFY/Bifeeror" :io'r -'scratinYqnd- ' for"'s'Uch--other " acUorr---as -"he may consider 
appropriate, _ " 
(6) Ministries/Departments may, through departmental instructions, ' include additional 
columns 'in ihe forrris' at, Appendices 45';-46 & 47 to suit local needs, 

2, Cbpie,s '.of Appendices 45, 46 and 47 for monitoring ot'qisposql 'of commL1nications 
received from Member,6f ParlfClment as 'referred to in the paragraph 427 of the Chapter 
N'o,XIV (Check on (b:eiays'j 'i:ltne C$MOP 'l're eflciosecj for ready reference CIt Annexure-I, 
Annexureelf ano:An-liexui-~IIf, reWecjjv~'Jy,_ : ",' -

. '" .-: ... ,' ~-' . ' 

To 

The Joint S,ecreta ry (Admn) of alf the Ministries/Departments 

(As per fist attached) 

. -~ .- .... .... -

j/v~t J ___ 
(ArVind Suri) , 

Director 
Tel: 23745472 
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Register for keeping a watch on the disposel of communications received from Mem~ers of Parliament 

[To be maintairt~ by Sections/Desks) 

Name of SeGtio~/()esk ..... .. .... .. . :.: ... . 

51 . . DjalY 
No No.& 

'Date 

2 

Joinl Np,~ 
Secre(a~ date 6f 
Director' Camm

. DiarY " " uoica· 
. No ... : •... _ !ion 

4 

.' . 

Name 
of M·.P. 

5 

/Vide' para 127 (2)(a)] . 

To whom 
add(ess· 

ed 

6 

Subject 

7 

Date of File 
ackrio VI- No. 
1ed9<>-
me .. ;t 

8 9 

Date of Date of Remar 
jnl<,j-lrn fin,,1 
reply ri!ply 

10 11 

, - ' .. . _ , - - - .~ _ .- --

- . " - . . _. 
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RegIster for keeping a watch on the disposal of communications receIVed from Member of Pali/amen! 
(To be maintained by personal sections of Joint SecretanesiDilectors) . 

(Vide para 127(1») 

51 Diary No. No. 2nd date· of Name To whom Brief Section! Remarks 
No & Date communication arM P addressed Subject desk 

concerned 

1 .. 2 3 4 5 6 7 8 

• 

. 

. 
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.., . Particulars of M.Ps, letters pSllcJing over a 10rtnl!)QI -\ . ',-' ..' ... . ' . "',,. '. 

, ''''' , . . : :,.m~~::~!~J3?11,!J ... \ 
SI. No, 

1 

Name of ~, p, Date- : Briel' '. . , .. Re~;;oh. Remarj<s of lIctioo 
. ;.fi-oin Subject ". . for a;.lay 8ranc;h <~~eri.o~, 

2 

which Cifiicerl .... , "'; the) ;);,' :. 
q, ., pending ' " .J, Divisiona! .:., . ',reniar~' in 

.""" . ;'.; ".,:. .. ~ .Ie'aci!ji. i ' .~ ',. c~I.~mQ;6 ,,: . . '.' . 
~ .... -. . 'r, Secy; ~ ":~~_.:'~' ~. ~'I '~:~:~~ '~,; \ .. ~_.:., 

- -, .. - -,' . . ' 
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